DEPARTMENT OF NATURAL RESOURCES

Human Resour ces Policy No: 10-A

Effective Date: April 26, 1999

Subject: Sexual Harassment
Authorization: Title VII of the Civil Rights Act of

1964 and La. R.S. 23:331 et seq.

l. Policy:
It isthe policy of the Department of Natural Resources that dl employees have aright to work
in an environment free from discrimination, induding freedom from sexual harassment. All
employees are required to comply with federd, state and locd laws, government regulations and
executive orders which relate to sexud harassment. All employees must refrain from offensive or
inappropriate conduct of a sexua nature within the workplace. Managers and supervisors are
respongble for discussing this policy with subordinates and ensuring that the workplace is free of
sexud harassment. Any employee violating this policy will be gppropriately disciplined.
. Purpose:
The Department of Natural Resources (DNR) is committed to providing its employees a work
environment free from sexud harassment. Towards this end, DNR has formulated this policy to
define sexua harassment and conduct of a sexud nature thet is prohibited in the workplace, and
the procedure for effectively reporting conduct which congtitutes sexual harassment.
1. Applicability:
This policy gpplies to dl employees within the Department.
V. Palicy:

Prohibited Conduct:

Sexua harassment cantake many forms, including unwelcome sexud advances, requests
for sexud favors and other verba or physica conduct of a sexua nature.

Sexud harassment can involve behavior by a person of ether gender againgt a person of
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the same or opposite gender. Sexua harassment may include conduct of any manager,
adminigrator or supervisor towards a subordinate employee, or conduct of one
employee towards another employee of equa or greater rank. It may aso include words
or conduct by a vendor, dient or vistor to DNR. Findly, an employee may be the victim
of sexud harassment because he/she has been affected by inappropriate behavior
towards a co-worker.

Unwe come sexud words or conduct condtitute sexud harassment when;

A)

B)

C)

Submisson to such conduct is explicitly/implicitly a term or condition of
employment; or

Submisson to or rgection of such conduct is used as a bads for employment
decisons (i.e. continued employment, eva uations, wages, advancement, assigned
duties, shifts or any other condition of employment or career development); or

Such conduct has the purpose or effect of unreasonably interfering with an
individud’s work performance or creating an intimideting, hodtile or offensve
work environment.

Sexua harassment includes, but is not limited to, the following:

A)
B)
C)

D)

G)

H)

Unwelcome sexud flirtations, advances or propostions,
Unwelcome sexud teasing, jokes, remarks or inquiries,
Unwelcome sexua 1ooks or gestures,

Verba or written abuse of a sexud nature;

Requests for sexud favors,

Grgphic verba or sexua comments about an individua or to describe an
individud’s body;

Unwecome physical contact (i.e. touching, rubbing against, leaning over,
brushing, pinching);

Sexudly degrading wordsand demeaning or ingppropriate terms (i.e. referring to
aperson as “Babe’, “Honey”, €tc.);
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1) Sexud or insulting noises;

J Using crude and offensive language;

K) Discussing sexud activities or explaits,

L) | nappropriate commenting on a person’ s attributes; and/or

M) Displaying sexualy suggestive objects, statements, graffiti, books, magazines,
photographs, cartoons or pictures.

Employees should understand that the verba and physica behavior proscribed hereinis
aways ingppropriate in the workplace and hence, violaive of DNR policy, athough such
behavior may not be actionable in a court of law as a civil action. The totality of the
circumstances will be consdered, induding the pervasveness, offensveness and
unwelcome nature of the conduct. Each Stuation must be addressed on a case-by-case
basis.

Complaint Procedure:

Any employee experiencing or witnessing sexud harassment by anyone a DNR,
induding any manager, supervisor, administrator, co-worker, vendor, client or vigtor,
shdl immediately report the inappropriate conduct. Any such complaint may be made
verbdly or in writing. Under most circumstances, complaints should be made to the
employee' s supervisor. If the complaint involves the employee’ s supervisor or someone
within the direct line of supervision, or if the employee, for any reason, is uncomfortable
in reporting to higher supervisor, he/she may contact any other supervisor or directly
contact the:

Human Resour ce Director
Department of Natural Resources
Post Office Box 94396, Capitol Station
Baton Rouge, L ouisiana 70804-9396
Telephone: 225/342-5467

I nvestigation of Complaint:

A) All reports of sexua harassment will immediately be reported to the Human
Resource Director who generdly will direct the investigatory process.

B) DNR will investigate al complaints. “Informa” complaints or requeststo

withhold investigation (unless or until a future occurrence) will be treated the
same asaforma complaint and investigated immediately.
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C)

D)

G)

H)

Generdly, to prevent further occurrences or to preserve the integrity of the
invedigation, temporary reassgnments, transfers or other personne actions
permissible under the Civil Service Rules will be initiated.

The investigation will be thorough and include interviews with the complainant,
the accused, witnesses and other individuas possessing relevant information.
Records and other documentation will be reviewed.

The investigative process will be memoaridized, thus requiring that al involved
prepare written statements or provide verba statements that will be recorded.

Persons cdled upon during the investigation are required to answer al questions
truthfully and cooperdtively.

Theinvedigative processwill be conducted expeditioudy and professondly, with
gopropriate emphasis on therights of dl involved.

The investigative process will dso be conducted in a confidentid manner, with
only those in a need-to-know position involved.

The complaining employee and accused will be apprised of the outcome of the
investigation.

Complaint Resolution:

A) Any employee found, after appropriate investigation, to have engaged in sexud
harassment of another employee will be appropriatdy disciplined in accordance
with gpplicable lawv and the Civil Service Rules. Such action may include
counsdling, reprimand, suspension, demoation, reassgnment or termination.

B) In additionto disciplinary action, other appropriate measures, including follow-up
inquiries, will be utilized to ensure that the harassment does not recur.

Non-Retaliation:

A) Any employee making a good faith complaint of sexud harassment will be

protected from retdiation, reprisal and harassment. Likewise, any employee
providing informationor otherwise participating in the investigation of acomplaint
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of sexud harassment, will be protected from retaliation, reprisal and harassment.

B) If a complaint is made and the investigation revedls that retaiation, reprisal or
harassment has occurred againg acomplaining employee or anyone participating
in the investigative process, gppropriate disciplinary action will be taken.

Federal and State L aws:

This palicy isintended to supplement rather than replace or supersede the private and/or
statutory procedures regarding sexua harassment available to employees under state and
federa law, induding Title VII of the Civil Rights Act of 1964 and La. R.S. 23:331 et
seg. Employees should be aware of the time delays and requirements of law which
require the filing of a complaint with the Equa Employment Opportunity Commission or
the Louisana Commisson on Human Rights. This information is posted throughout the
Department and is available from the Human Resource Division.

V. Responsibility:

It is the responghility of dl employees, supervisors, managers, administrators, Assistant
Secretaries, the Undersecretary, Deputy Secretary and Secretary to assure compliance with this
policy.

VI.  Exclusions:

There shdl be no exclusons to this policy.

VIl. QuestiongComments

Quedtions or comments concerning sexua harassment or the gpplication or enforcement of this

policy should be addressed to the Human Resource Divison. Except for compelling reasons, any
such inquiries will be maintained in drict confidence.

/aok C. Caldwell
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